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Overview

Taking attendance is a daily function all schools must perform within the school environment. It generates
truancy reports for the District of Columbia Public School System and the individual DCPS schools, as well
as keeps track of the student attendance record. In an Elementary School environment, students are taught in
a self contained classroom learning every subject matter. Therefore, recording a student’s attendance for the
school day is performed one time, known as Daily Attendance. The attendance record created counts the
student as either absent or present for the day.

Objectives

Upon completion of this session, participants should be able to:

e Successfully access the Attendance Module of DCSTARS
Enter Daily Attendance in the Home Room Entry Screen
Enter full day and multi-day absences
Complete Daily Attendance in the Mass Entry Screen
Perform Mass Sign In and Sign Out entry
Successfully accessing and viewing Student Absences
Generating Student Absence reports

Participant Prerequisites

The participants of this class should have successfully completed the following training classes:

*DC STARS Overview
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Accessing the Attendance Module

From the DCSTARS start screen, the user is able to begin documenting students’ attendance by entering the
Attendance Module.

Select the Attendance icon on the DCSTARS toolbar.

Main Menu  CommaonYiew S

inistration Lock Mail Query Help Window
@StanScreen Instance: styet Rel 8.0

SELECT

_EiL‘EiIE-T- 3’9 a‘ﬂ CALL TO ggg ‘ ii ‘
STUDENT SCHOOL ADHMIT LIDE IIFFII:E
Select Yes to exit the Student Infarmation Systerm x|
Student Information Exiting Student Information System! Continue?
System.
Lres | o
@PeriodIDainAﬂ.-Aﬂendance Day Entry ﬂ

Aiton El tary School
| Enter the date to be used for ALL student attendance updates

The Date field Monday Jun 02, 2008
automatically defaults O

to the current date. If
attendance is entered Instructional Day 1727180
for a different date, + \

manually enter the

attendance date. Click the plus sign to
choose a date from

e the calendar.

Click Ok after the correct date is selected.

The Daily Attendance Start Screen will display.
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1) Daily Attendance Homeroom Class Entry Screen

Daily Attendance Homeroom Class Entry Screen is used to mark students absent from class.

!ect Mavigate Lock Help Window Dally Attendance Menu
. Daily Attendance Select Navigate

oix|

Mass Entry

Mass Sign InfOut Entry
Sign In/Out Entry

Full Dawhiulti-Day Absence

User

Mame |WILSONJD3 Haorme Room Entry
Class Entry
Team/Club Entry
Class Trips Entry
Bus Entry

Date used for Attendance School Closing Entry

Monday Jun. 02/2008

Student Ahsences

Verify Registration ]
Repaorts ]
Attendance Intervention L

Attendance Tumhles
Auto Dialer Interface
Attendance Entry Completion Log

Exit

Select Home Room

Copyright ) 1996 The Administrative Assistants .
Entry menu option.

The Daily Attendance Homeroom Class Entry Screen will display. Query to select the desired homeroom
number or teacher (F7, F8 functions).

Action Edit Block Field Record Query Lock Help ‘Window

@DailyAﬂ.—HUmeruum Class Entry Eﬂ
202 |A\1c|n Elementary School 7 Full-Time Monday Jun 02, 2008 |

Home B
@m Teacher Room il
jo101 [Jordan, Angela |Rm 0101Jordan
=l
A M T
AL Reason aL Reason Fupil Mo, Student Name | Phenemo. |
i o 3 m | | Notes |[Berry, Ja'ivah \ n
rr =] =l " Netes[Boone, Dyan | ]
rri =] B " Notes|[ButierJr Rickey | 7
m = ~| " Notes [Edwards, Shantel | 7
mr = ~l ~ Notes [Fihugh, Michael | 7
rri =T B " notes|Ghons Devell | 7
min| = ~1 " Notes|[Hurt Brionna | 7
rri =rri = ~ Notes [Jackson, Antania | 7
] =] | " Notes [Jackson, D'aunae [ 7
]| =] | " Nates |Lee, Deduan [ T
m ]| =rr] ~| " Notes [Mills, Sean [ b
| =] | " MNotes [Parker, Angelrae [ 7
| =rr] = " Notes |[Pixiey, MarQuay [ 7
mf | = JEa _Nmiﬁuma,Ahreya [.--- _ﬂ
L E—
I attendance Completed ¥ E_J
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In the AM section of the Daily Attendance Homeroom Class Entry screen, place a checkmark in the
A column for absent students and a checkmark in the L column for late students. For each record, select the
Reason dropdown menu to select the proper Reason for the absence. If the student is marked Tardy, make

sure the word “Tardy” is contained in the Reason dropdown option.

Action Edit Block Field Record GQuery Lock Help ‘Window

8 Daily Att-Homeroom Class Entry ol x|
|20z [aitan Elementary School J RG 27-aug-2007 Monday Jun 02,2008 |
Home Rooms

Home Room Teacher Room il

|71 [Jordan, Angela |Rm 0101 Jordan

=]
A M PM

AL Reaszon AL Reason
FE -.
O |—| —L| C O -
oo = =] " Notes [Butler Jr, Rickey
OO = =] "~ Notes [Edwards, Shantel [ ]
rr =] | " Motes [Fizhugh, Michael [ l
OO = =] "~ Notes [Givons, Devell [ ]
OO = =] "~ Notes [Hunt, Brionna [ ]
oo =rr| =| " Notes [Jackson, Antania [ ]
oo =rr| =| " Notes [Jackson, D'Jaunae [ ]
oo =rr| =| " Notes [Lee, Deduan [ ]
0o = =| " Notes |tills, Sean [ ]
|l =rr| =| " MNotes [Parker, Angelrae [ l
|l =rr| =| " MNotes [Fixley, MarQuay [ l
|l =rr| =] " MNotes [Rubia, Abreva [ ]

M attendance Completed J J J

Reasan
A
exReligious Haliday 4

gy Tardy - Bus Late

gy Tardy - Extused

un.Class Cutting

un TardyUnexcused |

un.Truant
unUnexcused Absence

Note: When the user marks the student Absent in the AM section of the screen, DCSTARS will
automatically mark the student Absent for the PM section as well. Students present in class do not need to
be marked in DCSTARS. To mark a half-day absence, uncheck the portion of the day the student was
present. Select the Reason for each entry. Your entry is not complete until the user entered the required

Reason.
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Action Edit Block Eield Becord Guery Lock Help Window

G Daily At-Harmeroom Class Entry ol x|
W\Ailun Elementary School J o7 Monday Jun 02, 2008
Home Rooms
Home Roarm Teacher Roam il
‘DW a1 Jardan, Angela Rm 0101Jardan J
A M P M
AL Reason AL Reason Pupil Mo Student Name | Phone e, |
™ ¥ [un.Class Cutting = =|[9221352  Motes |Berry, Janiyah |t 202)395-8192 =
| = ~|[9222842  Motes [Boone, Dylan [t 20204255787
¥ I [exExcused Absence | ¥ [ [ex Excused Absence = |[9225668  Motes [Butler Jr, Rickey [cz02)408-0102
¥ T |au.School Activity = I [auschoo! Activity ~1[9221362  Motes [Edwards, Shantel [c202)308-7809
| = ~1[9235473  Motes [Fizhugh, Michael [c202)248- 2608
W I |exExcused Absence | ¥ | |exExcused Absence  v|[3221518  Motes [Givons, Devell |¢202)397- 4082
] = ~|[3221522  Motes [Hunt, Brionna [c202)398-1158
| =rr ~|[9221524  Motes |Jackson, Antania |i 202)396-10928
¥ I |un.Unexcused Absence | ¥ I |un.Unexcused Absence =||9228800  Motes |Jackson, D'aunas |i 202)508-4292
| =rr =|[9225647  Motes |Lee, Deduan |i 202)581-6046
] = ~|[5222843  Motes [Mills, Sean [t 202)396-0342
] = ~|[9221543  Motes [Parker, Angelrae [t 202)460-0890
] =] ~|[9225795  Motes [Pixiey, MarGuay [c202)398-5510
¥ I [un.Unexcused Absence = ¥ [ [un.Unexcused Absence > [9232308 Notes |Rubia, Abreya [c202)498-7863 =l

Aal= 1R

\ Check the Attendance Entry Completed

box to save the attendance, and apply
date/time for Attendance Entry Completion
Log.

¥ attendance Completed

2) Full Day/Multi-Day Absence

Full Day/Multi-Day Absence screen is used to enter a single day or multiple days of student absences.

Daily Attendance Select MNavigate

Mass Entry
Mass Sn nfoutEny From the Daily

< EuIIDayIn;lJLl;I-II;yayAbsence ) Attendance Start
Home Room Entry Screen, go to Daily
f:sr;;”::mw Attendance menu and
Class Trips Entry select the Full

Bus Entry Day/Multi-Day

School Closing Entry

Absence.
Student Absences
Werify Registration »
Reports J
Aftendance Intervention ]

Aftendance Tumbles
Auto Dialer Interface
Attendance Entry Completion Log

Exit
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When accessing the Full-
Day/Multi-Day Absence
screen, the last student
previously queried on
another screen is
automatically defaulted to
this screen.

If a student is not
previously queried on
another screen, the Select

Pupil window will appear.

Tao Date

E

¢ STARS

Student Tracking and Reporting System

Absence Reason

lementary School
Daily Attendance
User Guide

k .}
&
From Date
|

View:  Ahsent
" Omitted

Total:

Confirm Selection

Wiould wou like to select
attendance for?

Yes

The currently selected studentijs  Doe. John

ind F

x|

Click Yes to choose
another student, and
No to select the
current student.

another student to enter

Please Note: If the user selects YES,
query a student from the Select Pupil
window (F7, F8 functions). Click the
Select button to choose the student.

eSIS v 9.0

Ver. 1.0

/ Action Edit Block Field Record Query Lock Help Window

@yselact Pupil ol
Pupil Humber|_or. Legal Natne First Name MiF | BithDate Sthool Phone
k Select E
08/19/2008 Page 8
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Enter the first date of absence in the

Jun 02,2008 Monday
Jun 03,2008 Tuesday View: = Ahsent
Jun 04, 2008 Wednesday " Critted
Jun 03, 2008 Thursday

Doe. JTohn (123455) will be marked absent

Total: 4

e above davs

From Date field, the last day of
absence To Date field, and the
appropriate absence reason in the
Absence Reason dropdown menu.

The number of days the student is marked absent will appear and the student’s

detail record will reflect an absence for each class Daily.

u”

Select the Save button = to store your information and exit through the door

ﬂ‘ to return to the Attendance Start Screen.

3) Daily Attendance Mass Entry Screen

The Daily Attendance Mass Entry Screen is a repository of all attendance records entered for a given day.
The user is able to enter absence and tardy reasons for each class in this screen.

Draily Attend

Sign InfCut Entry
Eull DayMulti-Day Absence

Home Room Entry
Class Entry
Team/Cluh Entry
Class Trips Entry
Bus Entry

School Closing Entry

Student Absences
“erify Registration
Eeports

Aftendance Intervention

Attepdance Tumbles
Auto Dialer Interface

Aftendance Entry Completion Log

Exit

eSIS v 9.0 Ver. 1.0

From the Daily Attendance
Start Screen, go to Daily
Attendance menu and select
Mass Entry.
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The Daily Attendance Mass Entry Screen will display. All of the absent and late records entered in the
Homeroom Class Entry screen and Full-Day/Multi-Day Absences are viewed in the Mass Entry screen.

The Mass Entry

screen should be used |

for entering and
updating absence
reasons.

Each row represents
one daily absence for
the student.

After updating the Daily Attendance Mass Entry screen, select the Save button =

eSIS v 9.0

Aclion Edit Block Field Record Querny Lock Help Window

¥ Daily Att-Mass Eniry ol x|

202 |Aimﬂ Elementary School J Alert | Monday Jun 02, 2008 ‘
* Quens Update " Insert Delete Defaults | ﬂ| ﬂ
,,,,,,,,,,,,,,,,,,, AM Absent - e PM ADSEN .

| J J Reason ‘

VI \un.UnexcusedAbsence ﬂ

Student Name
Briscoe, Bre'Ma

| Pupil Mo |Gra...| ‘J Reasan
‘ VI ‘uﬂ Unexcused Absence ﬂ

Williams, Teyonna [ W I |unUnexcused absence w] B [T |unUnexcused Absence x|
Harnmond, Denisha [ T FIC \un.UnexcusedF\baence ﬂ | \un.UnexcusedAbsence ﬂ
Ford, Raguan [ " W I |unUnexcused Absence =] ¥ I |unUnexcused Absence x|
Cole, Doris [ P I |unUnexcused absence w] B [T |unUnexcused Absence  x)
Livingston, Levon [ T 0 Unexcused kosence M T lunUnexcused Absence  x SeleCt the Offlce
Fememion ] ~r “\r -
Campbell, Naneesha [ ~ ¥ T exReligious Holiday ~ _~I]® ™ [ununexcused absence v | Reason from the
Livingston, Myranda [ TF ex Tardy - Bus Late ] 3 unUnexcused Ahsence ~ drOdeWn
[Helmes, Tema | _ ¥ T exTardy- Excused ] : e ’
[Harris, Johnithen | _ ¥ N un.ciass cutting I|F T Jununexcused Apsence
W{ M ] ] I I JunUnexcused Absence =
e un.Tardy Unexcused
Marris, Miglah [ M 1) II" I lununexcused Absence
[miler, Quishawn | TR R I% I |ununexcused absence > The user must
Forniey, Shyonna [ TF un_UnexcusedAbsence_] W T JunUnexcused Absence = J
- update both the AM
— E% E and PM Reasons.
DCSTARS will not
automatically

perform this
function in the Mass
Entry screen.

—é-” to save your entry.

Ver. 1.0 08/19/2008 Page 10
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To Add or Delete an attendance record from the Daily Attendance Mass Entry screen, select the
Insert/Delete radio button.

Action Edit Block Eield Becord Query Lock Help Window

@Da\\yAﬂ—Mass Entry gﬂ

W\Ailun Elementary Schoal J 3 G 7 Alert | Monday Jun 02, 2008 |
at Defautts | = =
AM Absent PM Absent -

Student Mame Pupil Mo, Grade A L Reasan Code A A L Reason Code PM

Briscoe, Bra™a zlos T [un.Unexcused Absence =| ¥ I JunUnexcused Absence =] =
iilliams, Teyanna in I™ [un.Unexcused Absence ~| I JunUnexcused Absence =l
Harnmand, Denisha iﬁp I~ [un Unexcused Absence =| ¥ I [unUnexcused Ansence ~|
[Ford,Raquan ;Wl? I™ [un.Unexcused Absence =] ¥ I JunuUnexcused Absence -l
[cole,Doris ;FV I~ [un.Unexcused Absence = ¥ I JunUnexcused ansence ~|
Livingstan, Levon 2 15 T [unUnescused Absence ~| ¥ I |unUnexcused Absence |
Fields, Alicia ?FI— ¥ [ex Tardy - Excused = =l
Carmnphell, Naneesha ;Fp I~ [un Unexcused Absence ~=| ¥ I [unUnexcused Ansence ~|
Livingston, Myranda irp I™ [un.Unexcused Absence ~| I JunUnexcused Absence =l
[Holmes, Tera ;FV I™ [un.Unexcused Absence =] ¥ I JunUnexcused Absence -l
[Harris, Johnithen ;Wl? I~ [un.Unexcused Absence = ¥ I JunUnexcused ansence ~|
French, De'Andre l?l? I™ |un.Unexcused Absence ~| ¥ I |unUnexcused Absence ~|
Natris, Mielah ;TF I™ |un.Unexcused Absence ~| ¥ I |unUnexcused Absence |
Miler, GQuishawn ;TF T ‘un.Une}{cused Ahsence ﬂ M T |un.UnexcusedAbsence j

Forney, Styonna T LFV I~ [un Unexcused Absence =| ¥ I [unUnexcused Ansence =l -l

(L
L wlm WAL

Notice the ADD and DEL buttons are now accessible for manipulating student absence records.

. . ADD
To enter a new Daily Attendance absence for a student, click the Add button .
Action Edit Block Field Record Query Lock Help ‘Window
@ Daily Att-Wass Entry ol x| .
202 |aiton Elermentary School J Monday .Jun 02, 2008 | A blank row WIH appear.
" QueryUpdate & Insertf Delete Defaults | ] ~|

--- AM Absent PM Absent
Student Narme Pupil Mo, Grade A L Reason Code Al AL Reason Code PM
I il | ol el |
! ! el rri Sl There are t
i WO ways to enter a
. . S —— y

T

Hamrmond, Denisha
Ford, Raguan

Caole, Dorig
Livingston, Levon
Fields, Alicia
Camphell, Maneesha
Livingston, Myranda
Holmes, Tierra
Harri=, Jahnithen
French, De'Andre
Marris, Mielah

Miler, Guishawn

LA r s p e

student:

e Type the pupil number
in the Pupil No.
column.

e Select the ? in the
Pupil No. column, and
query the student by
last name and/or first
name in the Select
Pupil window.

r |un Unexcused Absence
r |un Unexcused Absence
I~ lun Unexcused Absence

s I |un.Unexcused Ahsence
FW r |un.Unexcused Ahsence
04 ¥ T [ununexcused ahsence
05 ¥ T JunUnexcused Absence I™ Jun Unexcused Absence
05 T ¥ [exTardy- Excused |

05 ¥ T JunUnexcused absence > ¥ T |unUnexcused absence
04 ¥ T unUnexcused sbsence = ¥ I |unUnexcused Absence
04 ¥ T JunUnexcused Absence = ¥ I |unUnexcused Absence
05 ¥ T JunuUnexcused absence ~| ¥ I |unUnexcused Absence
03 ¥ T unUnexcused Absence = ¥ I |unUnexcused Absence
ii4 ¥ I [unUnexcused sbsence > ¥ T |unUnexcused Absence
04 ¥ T [unUnexcused sbsence = ¥ I |unUnexcused Absence

(KN [N [EH{EN( AIEN{ §
AT

1

N[ 1 ' (TN 1N '8 [EN [N 1 KR{ER [} A]EH[] §

=

(1 7 [ [ [ [ [ o ] o] o] o]

=

eSIS v 9.0 Ver. 1.0 08/19/2008 Page 11
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In the AM Absent section of the Daily Attendance Mass Entry screen, click the checkbox in the A (absent)
or L (late/tardy) column. Select the Reason Code AM dropdown menu to select the reason why the student
was absent or late. in the Class Entry column and select either Absent or Late for the student.

Action Edit Block Field RBecord Query Lock Help Window

i Daily Att-Mass Entry ol x|
[202  [iton Elementary School J RG 27-aug-2007 alert || Monday Jun02,2008 |
" Queny Update % Inserf Delete Defaults| j| j

................... AM Absent PM Absent
Student Marme Fupil Ma. Grade A L Reason Code A AL Reason Code PM

|Briscoe, Brea [ 12[05 T T [mer——— Al— | x| =
-|Zanders,Te'Miya [ g?FW ~ ¥ | |
|Wi||iams,Tey0nna |— I_EFW ex.Religious Holiday - r~ |un.UnexcusedAbsence j
|Hamm0nd, Denisha |— 3 QFV ex.Tardy - Bus Late r~ |un.Unexcused Ahsence ﬂ
[Ford, Raguan [ 3ql05 W Tf|exTardy- Excused I~ |unUnexcused Absence |
|Co|e, Doris |— g??l? un.Class Cutting r |un.UnexcusedAbsence j
|Livingstan, Levon [ iqlls W un.Tardy Unexcused I~ |unUnexcused Absence |
[Fields, Alicia [ 1 ol0s I [ |unTruant | |
|Campbe|l, MNaneesha |— EFFW un.Unexcused Absence . r |un.UnexcusedAbsence ﬂ
|Livingst0n, Myranda |— I_EFW : Y |un.UnexcusedAbsence j
[Holmes, Tierra [ ELFW I |ar 7| ¥ I |unUnexcused shsence -l
[Harris, Johnithen [ ELFW I~ Jun.Unexcused shsence ~| ¥ I |un.Unexcused Absence -l
|French, De'andre [ FLFW I~ |un.Unexcused Absence | ™ I |un.Unexcused Absence =l
|Morris, Nielah [ g;FW I~ Jun.Unexcused shsence ~| ¥ I |un.Unexcused Absence -l

[Miler, Quishawn [ e J;WF I~ Jun.Unexcused shsence ~| ¥ I |un.Unexcused Absence =~ -]

nnn‘ DEL A o '_é_“ ‘

After entering the student’s attendance information, select the Save button = to save the entry.

Default Absent Reasons
The Daily Attendance Mass Entry screen offers the user to insert default fields for the AM Absent reason

codes such that the Reason Code will automatically populate with the default value without having to
manually enter the codes.

eSIS v 9.0 Ver. 1.0 08/19/2008 Page 12
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From the Daily Attendance Mass Entry screen, select the first dropdown menu next to Defaults to select the
appropriate default for the entries.

Action Edit Block Field Record Query Lock Help Window

& Daily At-htass Entry ol
202 |Aiton Elementary School et | monday Junoz, 2008 |
" Query Update & Insert/ Delete Defaults \ j

ex.Religious Holiday
ex.Tardy - Bus Late
ex.Tardy - Excused

— PMAbsent
Reason Code PM

Student Mame

Briscoe, Bre'ha ] 2|04 un.Class Cutting ﬂ
\Williarms, Teyonna ? Fun_TardyUﬂexcused nexcused Absence ﬂ
Hammand, Denisha [ _|un-Truant (| MUnexcused Absence ~|
———{un.Unexcused Absence
Ford, Raguan 05 | #lun Unexcused Absence ~|
Cole, Doris T U OTTERT S ET AT SETCE |un Unexcused Absence ﬂ
Livingston, Levon ] 7 [0 I™ Jun Unexcused Absenc W T~ |un Unexcused Absence ﬂ
Fields, Alicia -_EDS r s | =]
Camphbell, Naneesha -EDS ¥ I |un Unexcused sbsence > ¥ I |ununexcused Absence =l
Livingston, Myranda '104 M T |un Unexcused Absence j I T |un Unexcused Absence ﬂ
Holmes, Tierra '_304 M T |un Unexcused Absence ﬂ W T |un Unexcused Absence ﬂ
Harris, Johnithen -_EDS ¥ I |un.Unexcused shsence =| ¥ I |unUnescused Ahsence =l
French, Dendre -_QFV I~ |un Unexcused sbsence > ¥ I |ununexcused Absence ~|
Morris, Niglah 2[4 ¥ T |ununecused ansence ~| ¥ T [unUnexcused ansence =l
Miler, Guishawn -_304 M T |un Unexcused Absence ﬂ T |un Unexcused Absence ﬂ
Fomey, Shyonna '_QFV I~ Jun.Unexcused Absence = ¥ T [un.Unexcused Absence = -

wln| W

After the user selects a default reason code, add a pupil record, and check the appropriate checkbox (A or L).
Action Edit Block Field Record Query Lock Help Window

G Daily Att-Mass Entry ol x|
202 |Ai10n Elementary Schoal J RG 21-dec-2007 Full-Time Monday Jun 02, 2008 |
™ Queny Update InsemDeIete Defaults |un.Truam ﬂ| ﬂ
___________________ AM Abhsent PM Absent
Student Name Pupil Mo, Grade A L Reason Code Al AL Reason Code PM
|Briscoe, Bre'ha 05 I I |unUnexcused absence =] ~|

== m The Reason Code AM field
=] # T Jun Truant automatically inserts the default

ﬂ o ;lff:ﬂfamu = code in both the Reason Code
AM and Reason Code PM.

| ¥ T |unUnexcused Absence
| ¥ T |unUnexcused Absence
| ¥ T |unUnexcused Absence
HOO|

| ¥ T JunUnexeused Absence
| ¥ T JunUnexeused Absence
| ¥ T JunUnexeused Absence
| ¥ T JunUnexeused Absence
| ¥ T JunUnexeused Absence
x| ¥ T JunUnexcused Absengg

|

05 ¥ T |unTruant
kW T [unTruant
B —————
s W [un Unexcused Absence
s I [un Unexcused Absence
s W [un Unexcused Absence
05 T ¥ [exTardy- Excused
s F I |un.UnexcusedAhsence
e F I |un.UnexcusedAhsence
e F I |un.UnexcusedAhsence
s F I |un.UnexcusedAhsence
L |un.UnexcusedAhsence
e F I |un.UnexcusedAhsence

anders, Te'Miya

J2 o )

ephyrin, Rodney

m:

AN N I I I I I I LI L

=

ord, Raguan

=

Cole, Doris

=

ivingston, Levon

=

ields, Alicia

=

Campbell, Maneesha

Click the Save button and exit
through door to return to the
Attendance Start Screen.

=]

ivingstan, Myranda

Holmes, Tierra

Harris, Johnithen

B /N1 ' 0N /N1 T (£ AENEN

rench, De'Andre

i

o O o e o e o ol N e

Marris, Mielah
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4) Student Absences Screen

Individual student absence data may be viewed from either:

Attendance module OR

Daily Attendance  Select Mavigate

Mass Entry

Mass Sian InfOut Entry
Sign InfCut Entry

Eull Dayulti-Day Ahsence

Home Room Entry
Class Entry
TeamiClub Entry
Class Trips Entry
Bus Entry
pEIHTI T

Ty

Student Absences
Qistration
Reports »
Aftendance Intervention *

Aftendance Tumbles
Auto Dialer Interface
Aftendance Entry Completion Log

Exit

Ver. 1.0 08/19/2008

Elementary School
Daily Attendance
User Guide

Common View menu on the
DCSTARS Start Screen

Main Menu  Common ¥iew School Administration

@Star‘[ Scr Accidentfinjury
.“LfiET g Auyvards b E
sTURENT | sthm Hasic —
Courses
Credit Details
Curriculum History
Diplama
Emergency Contacts
Farents/Emergency Contacts
Equivalent Credits
Extra-Curricular uf
Farmily k
Fees and Assistance
Home RoomiStaff Assignments
Hat Print -
LZD Information
Student Miscellaneous Infarmation
Impact Aid Eligibility

Iz

Incidents ¥

MedicaliHealth

Motes ﬂ

Flans k

Pre School Experience

FPrograms ¥

S =S ——

Student Ahsences >
iﬂri i ™|

Transcript

Transportation
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¢ STARS

Student Tracking and Reporting System

The student absences shows a list of all class Dailys for which a student has been marked absent or
late along with the Office Reason assigned to the absence.

'@Dailv Altendance - Student Absences

ol x|

|202  |Aiton Elementary Schaol J Homeraam |0205 - Moody, Step... =) RG 11-FEB-2008 | Full-Time
Fupil Mumber Legal Last Mame Suffix  Legal First Mame Gender Birth Date Grade Middle Mame
| |Linda [F [o7rerzoot 0z |
A | 1

TOTALS (All Current Year Schools)

TOTALS {Current School Onhy)

Authorized Excused Unexcised Count of
Au. o0l D o / Absences/Lates
P | 0.00 | 6.00 0.00| Total Days Present
Days | 0.00 | B.00 | 0.00| Lates 0 | vermbership Days | 7200 ! 78.00
Details

Date

0470112008 Edit T 212 lliness | Alexlliness
06/07/2008 Edit || &[exMedical Appt | & [exMedical Appt
06022008 Edit |_A|E}{.E}{cused AbSence |_A|E}{.Excused Absence

AL Ahsence Reasan (Al

AL Ahsence Reason (P} Class Trip Type

DRMZ/2008 Edit |7A|E}{.E}{cusedﬂxhsence |7A|E}{.Excusedﬁhsence
060472003 Edit |7A|ex.ExcusedAhsence |7A|E}{.ExcusedAhsence
060572008 Edit |_A|E}{.E}{cusedAhsence |_ﬁ|ex.ExcusedAhsence
Edit][ | ||
Edit| | |
Attendance History Student Motes
eSISv 9.0 Ver. 1.0 08/19/2008 Page 15
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Student Tracking and Reporting System User GUIde

. gﬁ.ﬁendance HiStDI"y‘é )
Select the Attendance History button : i to view a summary of the student absence data at
current and previous schools.

If the user desires to view a different student, manually delete the pupil number, type in the new pupil
number, and then select Query.

This button will

allow you to query

another student by
{23 Archived Attendance Histary pupil number only. ol x|

1202 [Aiton Elementary School J ‘1’

Student
B | Smi Linds i

School | fear | Member Days | Days Absent |UnexcusedAhs.|
213 |Brightwood Elementary School [2008 EE |4 4 -

Absence History

Action Edit Record Query MNavigate Lock CommonView Help Window

¥ PerindiDays Attendance Summaries olx|

246 |Hardy Middle School J Query

Student: ad, Julianna
" Days (" Periods # Reasons
a Date Range - Sart. [08/24i2007 End: [06i30/2008

Authorized Excused Unexcused Totals

Clle the Reasons radio button to Half  Ful Half  Ful Half  Full Half  Full
. ex.Excused Absence 0 0 2z 1 o o 2 1
view the summary of the student [ emmess | o] 0 [ 1] o | 9o o 1 ©
b n.Unexcused Absence 0 0 i) 0 4 i} 4 0
absence data according to Reasons e —— ——

converted to full and Y2 day

r 1C T 7T 1C T 1 T 1
absences. | e e e e
| I N N N I N A R B

—

d TTTH

Total [ o] o [ 3] 1 [ a4 o | [ 1
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Action Edit Record Query MNavigate Lock CommonView Help Window

@9 PeriodiDays Aftendance Summaries ol x|
246 |Hardy Middle Schoal J Query

Student: ulianna
" Daysff ™ Periods " Reasons
4> Date Range - Start: |08/24/2007 End Inarsumns

Authorized

Click the Dailys radio button to
view the summary of the student
absence data according to Dailys.

-
2]
=
=]
-3

A
S LLLLLLL
J LI
J LLLLLLL]
o LLLLLTL
J T

Unexcused Total Absent

-
2
3

LN

) Attendance History . . .
Select the Attendance History button to view the students archived attendance history

from previous years, including every school attended in the District of Columbia Public School System.

eSISv 9.0 Ver. 1.0 08/19/2008 Page 17
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Action Edit Becord Query Mavigate Laock CommanView Help \Windaw
5 Archived Attandance History ol x|

246 |Hardy Widdle Schoal J

Student

Query

Absence History
School | Year | Member Days | Diays Absent | Unexcused Abs

|272 | ey Elementary School |2003 [180 [1 =
l272 |Key Elementary School |2004 [183 [t o

[248 [Hardy Middle School |z005 [178 [2 [o

|248 |Hardy Middle School |z008 [220 |15 i

| | | | | |

| | | | | |

[ [ [ | | |

| | | | | |

[ [ [ | | |

| | | | | | =

Modify Absence

The Modify Absence button
student’s current year attendance records.

allows the user with proper authority to make changes to a

To print the students Attendance Summary, select the Hot Print button @

Action Edit Record Query Mavigate Lock Commonview Help Window

@Hnlf—‘rml x
Select the
Pupil Ma
Attendance
Summary . [ office Index Card I" Status Sheet
checkbox to view ™ Student Transter o
the information. —> r Notes
— ed Alendante Summary 7 SuspensionsitotesiDisciplines
[ vearly Attendance Card [~ Student Medication History
[ Timetable ™ Student Screening History Select the Hot
I~ Timatable Next Year ™ Student verification Form Print button_
[ Student Transeript [ Immunization
I™ Interim Report O

Withdraw Form /
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